
 
Digital Literacy Instructor 

 
Background: 
HOPE has a 35+ year track record of empowering New Yorkers to build sustainable futures 
through comprehensive training, jobs, advancement and lifelong career support. HOPE is an 
outcomes-focused organization. Our student-centered approach, employer-driven training, wide 
range of support services, and commitment to ongoing engagement yield strong results, 
notably a job placement rate of 75% and retention rates of 92% at 90 days and 81% at 
one-year. We are focused on expanding our impact and positioning ourselves for growth while 
continuing to enhance the quality of our services and build upon our successful outcomes. 
 
This is an exciting time at HOPE, as we have recently successfully pivoted our model for remote 
training and will be building a hybrid approach which combines the best of in-person and 
remote training. At the same time, we are working with partners and peers in the field to 
understand the opportunities presented by the post-COVID economy which will drive our clients’ 
success. Finally, we are continuing to build on strong leadership and governance - as evidenced 
by 2019 finalist status for the Nonprofit Excellence Awards - with an organization-wide DEIA 
effort, the launch of a new Associate Board, and more.  
  
The Position: HOPE is seeking a dynamic and energetic facilitator with a passion for teaching 
adult learners, often with significant barriers to employment. The role entails digital literacy 
instruction across our job training and transitional employment programs, assisting in building 
interactive and industry-aligned digital literacy curricula, and engaging with current and 
emerging technologies needed for job search and employment success. This position reports to 
the Digital Literacy Director and is primarily located at HOPE’s Bronx location at 1360 Garrison 
in Hunts Point. 
  
Responsibilities: 

● Design and teach fundamental computer skills (Microsoft Office, Google Suite, resume 
and cover letter building, and job search) to 500 students per year across HOPE’s 
programs. *Currently remote but requires flexibility to travel to our Bronx and Brooklyn 
sites post-COVID.  

● Provide recommendations to the soft skills and work readiness classes, methodologies, 
and assessments to meet students’ needs. 

● Work with the Digital Literacy team to continuously update and refine training to include 
mobile-based applications, employer-specific online applications, and other areas of 
training based on workforce trends.  

● Monitor student performance in class and ensure coaching is provided to enrolled 
students so that they persist in the digital literacy classes as well as their broader 
program alongside a team of Work Readiness Instructors for all programs 

● Prepare for and participate in a weekly client and monthly staff meetings as well as 1:1 
supervision with the Digital Literacy Director.  

 



● Maintain accurate and current student records, including attendance, daily performance, 
reports for referring partners, qualitative case notes, student completion status, etc. 
Salesforce knowledge is a plus! 

● Support HOPE with real-time information technology improvements and technical 
assistance by engaging with HOPE’s contracted technology partner.  

● Perform other duties as assigned 
 

Qualifications:  
● Minimum of one year of experience working in student relations and with economically 

disadvantaged young adults (18-29) and/or experience with computers and technical 
training 

● Demonstrated ability to use Zoom, Google Meet, Microsoft Office, Google Workspace, 
and technical problem solving skills  

● Excellent oral and written organizational and communication skills   
● Must be a strong team player   
● High School Diploma or High School Equivalency   

 
Salary/Benefits: Salary is dependent upon experience. HOPE provides a full package of 
benefits including: healthcare and dental insurance; retirement plan; competitive vacation (plus 
1/2 day Fridays during summer which is equal to 7.5 additional vacation days); and 12 paid 
holidays. 
  
Interested Candidates: Email cover letter, indicating what position you are applying for and 
where you saw listing, and resume to hr@thehopeprogram.org. Resumes unaccompanied by a 
cover letter will not be reviewed. No telephone calls, please.  
 
The HOPE Program is an equal opportunity employer. 
  

www.thehopeprogram.org 

 

http://www.thehopeprogram.org/

